3216 - PLANNING TECHNICIAN
NATURE OF WORK
Thisisrespong ble sub- professond technica work performing functionsin various phases of City planning.
ILLUSTRATIVE EXAMPLES OF ESSENTIAL DUTIES

Reviewsplansfor design review gpprova and compliance with the Zoning Ordinance and design guiddines
of minor projects such aswindow replacements, color changes, awning, fences, storefronts and so on;
compilesbuilding datafrom computerized Land Management System; verifies compliancewith planning
and zoning requirement; compiles and invoices for impact fees.

Performs parking and transportation field data collection; analyses data and prepares reports, design
signage and deca artwork; conducts correspondence.

Prepares presentations of survey and research findingsin architecturd, pictorid, and technicd drafting form.

Prepares layouts, illustrations, paste-ups, and art renderings.

Compiles gatisticd datafor andyss.

Performs Site inspections as heeded.

Updates the inventory of Design Review gpplicationsto fadlitatefiling and availahility of filesto thegenerd
public and staff members.

May coordinate meetings, ensures publication of legd notices in the newspaper and/or mailing of legd
notices as required; sets up meeting room.

May attend mesetings; takes minutes of meetings proceedings.

May serve as an adminidrative assstant which includes making and tracking appointments, composing
correspondence, typing reports, assisting with the preparation and tracking of the budget and other
office/adminidrative duties.

Performs related tasks as required.

KNOWLEDGE, SKILLSAND ABILITIES

Some knowledge of the basic principles, practices and techniques of urban planning and research. Some

knowledge of zoning ordinances.

Consderable knowledge of standard drafting practices.

Ability to prepare specific- plans.

Ability to expressideas clearly, ordly and in writing.

Ability to prepare maps, charts and graphs.

Ability to compile complicated atistical data used in city planning.

Ability to establish and maintain effective working relationships with department heads, other employees,
and the public.



3216 - PLANNING TECHNICIAN

MINIMUM REQUIREMENTS

Graduation from an accredited College or University with a Bachelor's degree in architecture, landscape
architecture, planning, or urban studies or related fidd AND one (1) year full-time verifiddle para
professond experiencein planning, architecture, architectural technology, or equivdent field. Experience
must be in development, Site, or comprehensive plans involving research, drafting, and satistica andysis.
Additiond experience can substitute for education on ayear-for-year basis (partia year may be prorated).
Driver'slicense.

PHYSICAL REQUIREMENTS

Must have the use of sensory skillsin order to effectively communicate and interact with other employees
and the public through the use of the telephone and persond contact. Physical cagpability to effectively use
and operate various items of office related equipment, such as, but not limited to, word processor,

caculator, copier, and fax machine. No sgnificant standing, waking, moving, dimbing, carrying, bending,
kneding, some crawling, reaching, and handling, Sitting, anding, pushing, and pulling. Must be ableto drive
an automobile and perform ontSte ingpections at locations which may not be accessible to the physicaly

handicapped.

SUPERVISION RECEIVED

Generd and specific assgnments are recelved and work is performed with some latitude for the use of
independent judgment in the salection of work methods and procedures.

SUPERVISION EXERCISED

Usualy none. May supervise clerica personne in the preparation of Satistica data.
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